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New for 2001

Connecticut is accepting the MMREF-1 format for the year
2001 annua reconciliation filing of W-2 forms.
Department of Revenue Services (DRS) is also accepting
the TIB-4 format for 2001 as long as the submissions are
clearly identified as TIB-4 ontheexternal 1abel. However,

The

the MMREF-1 format will be mandatory in future years.
DRS does not accept MMREF-2 corrections.

MMREF-1 specifications for tape, cartridge, and diskette
arethe same.

Questions and Answers

. Whoisrequiredtofileon magnetic mediawiththe DRS?

A. An employer who is required by the Internal Revenue

Service(IRS) tofilefederal W-2formson magnetic media
must file these forms on magnetic media with DRS.
However, an employer who files 24 or fewer W-2 forms
with DRS is excused from the magnetic media filing
requirement for that type of informational returnwithout
obtaining awaiver.

. Arethere any technical changes in the magnetic media
specificationsfor 2001?

. Yes. There are extensive changes to the record layouts
for 2001 for MM REFfilers.

. Arethere any changes to the magnetic mediaforms for
2001?

. Yes. Forms CT-6559, Submitter Report for Form W-2
Magnetic Media Filing, CT-8508, Request for Waiver
From Filing Informational Returns on Magnetic
Media, and CT-8809, Request for Extension of Time to
File Informational Returns, were revised for 2001.
Theseforms arein this booklet.

. Are DRS magnetic mediafiling specifications the same
asthe Social Security Administration specifications?

. No. DRSdoesnot requirethefiling of RW, RO, and RU
records but does require the filing of RS records. Some
modifications have been made to the RS, RT, and RF
record formatsin order to report state information.

. What magnetic media are acceptableto DRS?

. Tape: 1/2" tape[800, 1600 or 6250 bytesper inch (BPI)],
Cartridge: 3480 IBM compatible [38000 characters per
inch(CPI)],

Diskette: 3 1/2" IBM/PC compatible [double density or
high density].

DRS does not accept 5 1/4" or 8" diskettes, 3490
cartridges, or CD Rom.

. What forms should accompany the magnetic media?

. Theremust beoneForm CT-6559, Submitter Report for
Form W-2 Magnetic Media Filing, per submitter, and
Form CT-6559A, Continuation Sheet for Form
CT-6559, as needed, and one Form CT-W3, 2001
Connecticut Annual Reconciliation of Withholding,
per employer.

. How does an employer request an extension of time to

A.

file W-2information on magnetic media?

To request an extension, the employer must complete
and submit Form CT-8809, Request for Extension of
Timeto File Informational Returns, to DRSon or before
the last day of February. Thisform isincluded in this
booklet. DRS will only notify employers whose
extension request is denied.

How does an employer request a waiver from filing
W-2information on magnetic media?

. DRSmay waivethe magnetic mediafiling requirementsif

hardship is shown by the employer. To request a
waiver, an employer must complete and submit Form
CT-8508, Request for Waiver FromFiling I nformational
Returns on Magnetic Media, to DRS at least 45 days
beforethelast day of February. Thisformisincludedin
this booklet. The employer is not exempt from filing
paper formswith DRSif awaiver fromfiling onmagnetic
mediaisgranted. DRSwill only notify youif your waiver
isdenied.

Will failure to file W-2 information on magnetic media
result in the assessment of penalties?

. Employersrequiredtofilemagnetically will betreated as

havingfailedtofileevenif they filepaper formsinlieu of
magneticfiling. A penalty of $5will beimposed for each
statement of payment to another person that an
employer failstofileon magnetic mediawith DRSby the
last day of February. The maximum penalty imposed is
$2,000 per calendar year.

10.How will extraneous records be treated?

A.

Information records not required by the DRS are
ignored. For example, employers can include the RW,
RO, and, RU recordswiththeir Connecticut filing. DRS
will ignore them when processing the data.

11.May empl oyerssubmit listscontaining W-2 information?

A.

No. Other than information filed on magnetic media,
DRSdoesnot alow alternativeformsto befiledinlieu of
W-2forms.

12.May | still submit W-2 annual reconciliations using the

A.

TIB-4format?

Y es. DRSisacceptingthe TIB-4format for theyear 2001.
See last year's publication, P 2000(16), 2000
Connecticut Magnetic Media Filing Requirements for
Federal FormW-2, for filing requirements. Be sureto
change the year on your file to 2001 and only include
wagespaidin2001.
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|. Connecticut Magnetic Media Annual Wage
Reporting Requirements and Procedures

Thisbookl et containsspecificationsand instructionsfor
reporting W-2 information to the State of Connecticut
Department of Revenue Services (DRS) on magnetic
media. DRSonly acceptsW-2filingson 1/2" magnetic
tape, 3480 cartridges, and 3 1/2" diskettes.

There is one format for tape, cartridge, and diskette
reporting. Thisformat must beused by employersfiling
annua W-2 information for Connecticut residents and
employeeswaorking in Connecticut.

Magnetic Media Reporting
Requirements

An employer who is required by the Internal Revenue
Service (IRS) to file copies of federa W-2 forms on
magnetic media must file these forms on magnetic
mediawith DRS. However, an employer who files 24
or fewer W-2 forms with DRS is excused from filing
that particular type of informational return on magnetic
media. An employer may choose to file 24 or fewer
W-2 forms on magnetic media.

For W-2 reporting, the IRS and DRS regard each
Federal Employer Identification Number (FEIN) as a
separate employer.

DRS prefers, but does not require, one filing for each
FEIN. However, if your company hasmultiplelocations
or payroll systems that use the same FEIN, you may
submit morethan onefilingwiththesameFEIN. Donot
submit duplicates.

DRS hasno application or authorization procedure and
does not assign submitter control codes for W-2
magnetic mediafiling.

DRS W-2 magnetic media formats have fields for
reporting annual wage and tax data. (See State Record
in Section 11.)

Filing Deadline

W-2 files are due the last day of February even if the
deadline for federal purposesis the last day of March
because the information is being transmitted
electronicaly. If the last day of February falls on a
Saturday, Sunday, or legal holiday, the next businessday
is the due date.

Designated Delivery Services

Taxpayers can use certain private delivery services
(PDS), in addition to the U.S. Postal Service, for
delivering returns, claims, statements or other
documents, or payments, and meet thetimely filed and
timely payment rules. Not all servicesprovided by these
designated PDS qualify. The following are the
designated PDS and qualifying types of service at the
timeof publication:

Airborne Express (Airborne)

e Qvernight Air Express Service
* Next Afternoon Service

*  Second Day Service

DHL Worldwide Express (DHL)
* DHL "Same Day" Service
¢ DHL USA Overnight

Federal Express (FedEX)

*  FedEx Priority Overnight
* FedEx Standard Overnight
* FedEx 2Day

United Parcel Service (UPS)

e UPS Next Day Air

e UPS Next Day Air Saver

* UPS2nd Day Air

* UPS2nd Day Air A.M.

e UPS Worldwide Express Plus
e  UPS Worldwide Express

Thislist is subject to change. To verify the names of
designated PDSsand qualifying typesof service, check
the DRSWeb site or call DRS. For more information,
see Special Notice 99(14), Designated Private
Delivery Services, and Announcement 2001(9),
Designated Private Delivery Services and
Designated Types of Services.

Extension of Filing Deadline and Waiver
of Filing on Magnetic Media

An employer may request an extension of timeto file
W-2 information on magnetic media. To request an
extension, the employer must complete and submit
Form CT-8809, Request for Extension of Time to
File Informational Returns, to DRS on or before the
due date of the W-2 magnetic mediafiling. Thisform
is included in this booklet.
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DRS may waive the magnetic media reporting
reguirement for an employer if hardshipisshownby the
employer. To request a waiver, the employer must
complete and submit Form CT-8508, Request for
Waiver From Filing Informational Returns on
Magnetic Media, to DRS. This form is included in
this booklet.

Penalties for Late Filing

The penaty for filing Form CT-W3, 2001
Connecticut Annual Reconciliation of Withholding,
lateis $50. Additionally, apenalty of $5 per statement
(uptoatotal of $2,000 per calendar year) isimposed on
employers who fail to provide copies of federal W-2
formsto DRS. Any employer required to file federal
W-2formson magnetic mediawith DRSwill besubject
to penalties if the employer files using paper forms
without obtaining awaiver.

Processing Information and Employer
Retention Responsibilities

If DRS is unable to process a file, the file will be
returned to the submitter along with an explanation of
the problems that were encountered.

DRS does not provide notification when files are
processed or return processed magnetic media.

DRS requires employers to retain a copy of their W-2
data, or to beableto reconstruct thedata, for at least four
(4) years after the due date.

Test Files
DRS does not accept or process test files.

Corrections

DRS does not accept magnetic filing of federal Form
W-2c. If there is an error in your magnetic media or
W-2 information, correct thefile and replace the entire
file. Complete Form CT-6559, Submitter Report for
Fom W-2 Magnetic Media Filing, and check the box
indicating that it is a replacement file. This formis
included in this booklet.

Submittal Forms

Form CT-6559 and Form CT-6559A, Continuation
Sheet for Form CT-6559, (if applicable) for each
submitter, and Form CT-W3 for each employer must
accompany a magnetic media file. Use the forms
providedinthisbooklet or Form CT-W3includedinthe
State of Connecticut Employer Withholding Remittance
Coupon Book. These forms may be photocopied or
computer-generated, provided the declaration is

included on Form CT-6559. Complete the forms and
submit them with amagnetic mediafileaccordingtothe
instructionson Form CT-6559. Boxes4 and 5 on Form
CT-6559 must agree with the information in the Code
RA record.

Use Form CT-6559 to identify the submitter of a
magnetic media file and to identify the employer(s)
included onthemagnetic mediafiles. Besuretoprovide
the submitter's FEIN and the name and telephone
number of acontact person. Thisform must accompany
every magnetic mediafile that is sent to DRS.

Use of Agent

Employerswho useaserviceto submit magnetic media
filing areresponsiblefor theaccuracy and timeliness of
theirown W-2informational returns. If asubmitter fails
to meet the magnetic media filing requirements, the
employer isliable for any penaltiesimposed by DRS.

Multiple Employer/Multiple Filings

DRS urges submitters of W-2 information to minimize
the number of diskettes and the number of files they
submit whenreporting datafor multipleemployersor for
multiple work sites of asingle employer.

See Section VI for examples of how information from
multipleempl oyersor multiplework sitescan beplaced
onasinglediskette or in onefile.

Use of Paper Forms

Employers whose wage and tax data is submitted on
magnetic mediamust not send the same datato DRSon
paper W-2 “Copy 1" forms.

A penaty may apply if you file paper federal
W-2 formswhen your wage and tax datashould befiled
on magnetic media.

TIB-4 Filers

DRSis accepting the TIB-4 format for tax year 2001.
Thiswill bethelast year DRS acceptsthe TIB-4 format.
See last year's publication, [P 2000(16),
2000 Connecticut Magnetic Media Filing
Requirements for Federal Form W-2, for filing
reguirementsand instructions.

Be sureto:

* Changetheyear on your fileto 2001 and only
includeincomeearned in 2001; and

* Indicateontheexternal magnetic medialabel that the
format is TIB-4.
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|I. Data Record Descriptions

Thefollowingisadescription of thedatarecordsthat are
used to create a magnetic media W-2 file. Use the
information provided below as well as the list of
technical requirements and specifications in the other
sections of this publication to prepare W-2 filings on
magnetic media. See Section VI for examplesof proper
record sequence. See Appendix D for a chart which
comparesthe dataonthe magnetic mediarecordstothe
data on the paper W-2.

Only UPPERCASE LETTERS are acceptable on a
magnetic mediafile.

Submitter Record
Code RA (TAPE/CARTRIDGE/DISKETTE)

The code RA record identifies the organization
submittingthefile.

The code RA record must be the first data record on
each file.

Employer Record
Code RE (TAPE/CARTRIDGE/DISKETTE)

The code RE record identifies an employer whose
employee wage and tax information is being reported.
Generate a new code RE record each time it is
necessary to changetheinformationinany fieldonthis
record.

Do not create a code RE record for an employer that
does not have at least one employee (code RS record)
with Connecticut moniesto report.

If a submission containing multiple employer filings
(more than one code RE record on a submission) is
returned for correction, make the necessary
correction(s) and return the entire submission to DRS.

State Record

Thefieldswithin thisrecord must contain Connecticut
sourced income only.

Code RS (TAPE/CARTRIDGE/DISKETTE)

The code RS record must be used to report Connecticut
W-2information.

Money Amounts

* Rightjustify and zerofill al money fields. Enter zeros
inamoney field that isnot applicable.

* All money fields are strictly numeric. They must
includeboth dollarsand centswith thedecimal point
assumed. Do not round to the nearest dollar
(Example: $5,500.99 = 0550099). Do not use any
punctuationin money fields.

* Do not sign money fields.
* Negative money amounts are not allowed.
Do not indicate deceased employees.

Punctuation may be used when appropriate. Do not
includetitlesinthename. Enter titlesinthe* TitleField.”
A hyphen is entered as a character.

Do not use the tilde (~) over the n in Spanish names.
Please substitute i's with plain n. DRS computers
consider the tilde to be a special character and convert
it toan ampersand, which preventsthe posting of Social
Security wages to the worker’s record.

Total Record

Code RT (TAPE/CARTRIDGE/DISKETTE)

The code RT record contains the totals for all code RS
records reported since the last code RE record.

A code RT record must be generated for each code RE
record.

Right justify and zerofill all money fields. Enter zerosin
amoney field that is not applicable.

Final Record

Code RF (TAPE/CARTRIDGE/DISKETTE)

The code RF record indicates the end of the file and
must be the last record on each file. The code RF
record must appear only once on each file. DRS does
not processany datarecorded after the code RF record.

Right justify and zerofill all money fields. Enter zerosin
amoney field that is not applicable.
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lll. Magnetic Tape and Cartridge Technical

Reguirements for W-2

Basic Requirements

Data must be written on 1/2" magnetic tape, in the
unpacked mode. Only tape reels and 3480, 18 track
cartridges are accepted (no 36 track cartridges). DRS
does not accept 3490 cartridges at thistime.

Previously used tapes must be degaussed, erased, and
reformatted before used to submit W-2 information.

DRSdoesnot accept multipletapeor multiplecartridge
files. Eachtapeor cartridge must be aseparatefile; for
example, it must start with a code RA record and end
with a code RF record. (See Section VI.)

Tape Density

The acceptable recording densities for atape reel are:
800, 1600, or 6250 bytes per inch (BPI). DRS prefers
tape reels recorded at 6250 BPI. The default density
for 3480 cartridgesis 38000 characters per inch (CPI).

DRSdoesnot accept backup files, compressed, zip, or
Excel files.

DRSrequireseach fileto contain datafor one calendar
year only. A tape or cartridge containing data for
multiple calendar yearswill be rejected.

Internal Labels

DRS accepts a labeled magnetic tape/cartridge file in
accordancewiththefollowing guidelines. Labelsmust
not contain security encoded bytes. If your system
cannot produce the following labels; send a no-l1abel
tape/cartridge file, for example, a tape/cartridge file
with datarecords only.

1. DRS accepts tapes/cartridges with IBM OS/VS
STANDARD header and trailer labels OR tapes/
cartridgeswith no internal labels.

a. If producing a standard |abel tape, theinternal

filenameis CTTAX followed by two digit
calendar year (for example, CTTAXO0L1).

2. Submitters that cannot produce IBM OS/VS
STANDARD interna labels or no-label tapes/
cartridgesmay use other labels, asdescribed bel ow.

a. Each segment (record) of a set of labels (for
example, VOL1 + HDR1 + HDR2 = a set of
header labels) must contain 80 characters.

b. Header and trailer labels must be written in the
same density as the data records.

Cc. Header labels must precede data and be
separated from the data by one (1) tapemark.

d. Trailer labels must follow the data and must be
separated from the data by one (1) tapemark.

e. Two(2) tapemarksmust follow thetrailer labels.

A tapemark is a one-character physical record.
Asused on magnetic tape/cartridge, it separates
datafrominternal labels and one datafile from
another datafile. It also indicates end-of-reel.

Thehexadecimal valuefor atapemark is13. The
decimal value for atapemark is 19. The octal
value for atapemark is 23.

Never begin amagnetic tape or cartridge with a
tapemark; doing so signals end-of-reel to DRS
system and causes processing to terminate.

Separate datafrominternal labelswith ONE (1)
tapemark.

Indicate end-of-reel with TWO (2) tapemarks,
asfollows:

1. If using trailer labels, write end-of-reel
tapemarks directly after the trailer |abels.

2. If using no-label tape, write end-of-reel
tapemarks directly after the last block of
data.

Character Sets

DRSwill accept American Standard Code Information
Interchange (ASCII) and Extended Binary Coded
Decimal Interchange Code (EBCDIC). DRS prefers
magnetic tape/cartridge recorded in EBCDIC.

Only UPPERCASE LETTERS are acceptable on a
magnetic tape/cartridgefile.
Record Length

Each record must be a uniform length of 512
characters.

Block Size

The block size must be amultiple of the record length
(for example, block size of 23040 contains 45 records
of 512 characters per block, or 512 x 45 = 23040).

External Labels

Affix anexternal label to each tape/cartridge. Seelabel
instructions in Appendix A.
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IV.Diskette Technical Requirements for W-2

General Requirements

DRS accepts W-2 information recorded only on 3 1/2"
MS-DOS compatiblediskettes. Datamust berecorded
in ASCII or EBCDIC character set for MS-DOS
31/2" diskettes. See Section VI for examplesof proper
record order.

DRS does not accept 5 1/4" or 8" diskettes.

All diskettesshould bevirusscanned before submission
to DRS. If DRS detectsavirus, the diskette(s) will be
returned unprocessed.

DRS does not accept backup, compressed, zip, or
Excel files.

If a diskette was used previously for other data,
reformat it before using it for aW-2 submittal. Do not
make it abootable disk.

Data must be in UPPERCASE LETTERS.

Each file must contain W-2 information for a single
calendar year only. Include only one file name per
diskette. DRSprefersthenametobe CTTAXOL. Afile
containing data for multiple calendar years will be
rejected.

Multiple Volume Diskette Files

A multiple volume diskette file is afile for which the
number of datarecords exceedsthe capacity of asingle
diskette, so the datamust be continued onto oneor more
subsequent diskettes (for example, volumes).

Only Volume 1 of amultiplevolumediskettefileshould
begin with a code RA record. Each volume after
Volume 1 should begin with the record which properly
follows the last record on the preceding volume. For
example, if Volume 1 ends with a code RS record,
Volume2 beginswiththerelated codeRSrecord. Only
thelast volume should end with thecode RF record. No
other volume should contain a code RF record.

External Labels

The external diskette labels for amultiple volumefile
must indicate the proper sequencefor processing. For
example, Volume 1 of a2 volumefilewould belabeled
“VOL 1of 2;” Volume 2 would be labeled “VOL 2 of
2.” DRSwill rgject and return multiplevolumefilesnot
indicating the proper volume sequence on the external
labels.

Affix anexterna label to each diskette. See Appendix A.

Requirements for MS-DOS 3 1/2" Diskettes

1. Operating System: DRS requires al 3 1/2"
diskettesto be created using an MS-DOS “double
density” or “highdensity” operating systemformat.

DRSwill reject and return any diskettesthat arenot
MS-DOS compatible. If you do not have an
MS-DOS operating system, youmay still beableto
create a MS-DOS compatible diskette file.

Some operating systems, for example, UNIX,
XENIX, and APPLE, may have a DOS shell that
can be used to create thisfile. For UNIX/XENIX
based systems use DOSCP command to create an
MS/DOS compatible file. Check your operating
system manual.

2. A diskette must not contain morethan onefile. If
more than one file of W-2 information is being
submitted, each file must be placed on a separate
diskette.

Submitters of W-2 information for multiple
employers can avoid creating a separate file and a
separate diskette for each employer. Review
Section VI, Example 2, to see how multiple
employers can be combined into onefile.

3. Datacanberecorded on MS-DOS 3 1/2" diskettes
using the ASCII or EBCDIC character set.
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4.

Each record in the file must be 512 charactersin
length. Data must be entered in each record in the
exact positions shown in Section VII.

DRS does not recommend using record delimiters.
If record delimitersmust be used, they must follow
the last character of each record except the code
RF record. (See 6, below.)

FilessentonMS-DOS31/2" double-sided diskettes
must be formatted to the following densities:

31/2" highdensity 1.44 megabytes, or 31/2" double
density 720kilobytes.
Do not compress data.

DRS will rgject and return files formatted at a
density other than specified above.

Using Record Delimiters: DRS prefers files
without record delimiters. If record delimitersmust
beused, thefollowing additional requirementsapply
for W-2information reported using asequential file.

a. Each record in the file must be followed by a

record delimiter except the code RF record.
(See 6¢, below.)

b. The record delimiter must consist of two
characters and those two characters must be
carriage return and line feed (CR/LF).

c. There must be no CR/LF dfter the code RF
record. Also, for multi-volume diskette files,
theremust be no CR/LF after thelast record on
each diskette.

d. Do not placearecord delimiter beforethefirst
record of thefile.

e. Do not place more than one record delimiter,
for example, more than one carriage-return/
linefeed combination, following arecord.

f. Do not place record delimiters after a field
within arecord.

The diskette "File Name" should be CTTAX
followed by the two-digit calendar year (for
example, CTTAXO01). “DAT” suffix may be used
(for example, CTTAXO1.DAT).

10
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V. Programmer’s Checklist

General Information:

O Youmustfollow the Connecticut specificationsfor
record layouts.

O DRS does not accept magnetic filing of federal
Form W-2c. If thereisan error in your magnetic
media or W-2 information, correct the file and
replace the entirefile.

O Do not compress data. DRS does not accept
backup, zip, compressed, or Excel files.

Tape or Cartridge Media:

O Thefilemust not be password protected or contain
any security bytesin header labels.

O Createatapel/cartridgefileusingblock size, internal
label, and character set requirements specified in
Section I11.

Diskette Media:

O All diskettes should be virus-scanned before
submissionto DRS.

O ASCII or EBCDIC character set on 3 1/2" diskette.

O Donotcompressdata. DRSwill not accept backup
files, compressed, zip, or Excel files.

O If more than one diskette is needed for one file,
number thediskettesintheorder inwhichthey must
berun (“*Vol Lof __,” “Vol 20of __,” and so on)
on the external labels. Make sure that the first
record on each succeeding diskette logically
followsthe last record of the prior diskette.

O Include only one file name per diskette (for
example, CTTAXO01)

Payment (Calendar) Year:

[0 Remember to changethe calendar year inthe code
RE record each year the program is run. (The
calendar year = the year on the employees W-2
copies.)

O Includeonly one calendar year per tape, cartridge,
or diskettefile.

Proper Order of Records for Files With
More Than One Employer:

O If afile contains information for more than one
employer, there must be no code RA, or RF
record(s) or tape marks between employers.

O Make sure that there are employee code RS
records following each code RE record. Delete
any code RE record (and do not write a code RT
record) for an employer that has no employeesto
report for the calendar year.

Money Amounts:

0 Negative money amounts must not be included in
money fields under any circumstances.

O Money fields which are not applicable to your
company should bezerofilled.

O Report money amountsindollarsand centswithout
adecimal or dollar sign.

O Money amountsmust beintheexact field positions
prescribed in the instructions, right justified, and
zerofilled.

O Do not sign money fields.

Code RA - Submitter Record:

O ThecodeRA record appearsonly onceand must be
thefirst datarecord of amagnetic mediafile. There
must be no Code RA record elsewhere on afile.
See examples in Section VI.

O The Federa Employer Identification Number
(FEIN) field contains nine (9) numeric characters
(no hyphensor a phabetic characters). Thisshould
be the FEIN of the entity that submits (completes
Form CT-6559 submittal documentsand mails) the
fileto DRS. Thesubmitter may be, but need not be,
one of the employersin thefile.

O Address data must be current and in the exact
locations specified.

O Submitter information on submittal documents
accompanyingthefilemust agreewithinformation
inthe code RA “ Submitter” Record. The preparer
of thetape, cartridge, or diskette should print out a
report which showstheinformationinthecode RA
record. Whoever mails the report should use the
printout when compl eting submittal documents.

IP 2001(21) Annual Wage Information on Magnetic Media 11




Code RE - Employer Record:

O

Federal Employer Identification Number (FEIN):
The FEIN field contains nine (9) numeric
characters (no hyphens or aphabetic characters)
identifying theemployer. (code RE record FEIN(S)
may be the same as, or may be different than, the
submitter’s FEIN in the code RA record because
the submitter and the empl oyer(s) may bedifferent
companies.)

Code RS - State Record:

O

VI.

Socia Security Number (SSN): The SSN field
contains nine (9) numeric characters, no hyphens.
Thefirstdigit of an SSN must notbean“8” ora“9”.
If no SSN is available, fill the field with zeros or
enter "I" in the first position and fill the rest of the
fieldwithblanks.

Name Format: Use the fields as defined in the
layout.

Code RT - Total Record:

O Every code RE record must have a corresponding

code RT record after all employees have been
listed for the employer identified in the code RE
record.

The code RT record must be the sum of the data
reported inthe code RSrecordsoccurring sincethe
last code RE record. The code RT record must not
contain amounts reported in previous code RT
records.

Code RF - Final Record
O Thecode RF record must bethelast datarecord of

amagnetic mediafile. A code RF record must not
appear between employersinfilescontaining more
than one code RE record.

Examples of Proper Record Sequence for

Magnetic Media W-2 Informational Returns

Example 1:

TAPE/CARTRIDGE/DISKETTE
Employer filingown
W-2sfor 38 employees:

RA ....EMPLOYER 1

Example 2:

TAPE/CARTRIDGE/DISKETTE
Submitter with 3 employers:

RA ... SUBMITTER1
RE..... EMPLOYER A

RE ... EMPLOYER 1 RS
RS } 25 Code RSrecords
} 38 Code RS records RS
RS RT
RT RE ... EMPLOYER B
RF RS
} 41 Code RSrecords
RS
RT
RE ... EMPLOYER C
RS
} 52 Code RS records
RS
RT
RF
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VIl. Magnetic Tape, Cartridge, and Diskette
Specifications for W-2

Magnetic Tape, Cartridge, and Diskette Data
Records - General Requirements

All data records must be a fixed length of 512 bytes.
Deviations from the prescribed record formats will
prevent proper processing of your file by DRS. A
properly composed W-2 file is comprised of the
followingrecords:

CodeRA ............... Submitter Record
CodeRE................ Employer Record
CodeRS................ State Record
CodeRT .....ccueu.ee. Total Record
CodeRF................ Final Record

Thefirst two positionsof each record must be one of the
alphabetic codes above.

See Section VI for examples of proper record order.
Any datapreceding the RA identifier or whichfollows
position 512 in the code RF record may prevent DRS
from processing your media.

Address Fields

Addressdata(infieldsnamed“ Street Address,” “ City,”
“State,” “ZIP Code,” and“ZIP Code Extension”) must
comply with U.S. Postal Service addressing rules.

State Abbreviations

Use only a state’ stwo letter abbreviation. Do not use
numericsor other abbreviations.

Foreign Addresses

Outside the United States, its territories and
possessions, the Commonwealth of Puerto Rico, the
Commonwealth of the Northern Mariana Islands, or
military post offices, usethefields:

- Foreign state or province,
- Foreign postal code, and
- Country code.

Money Fields
Money amounts must be:

- Theannua figurefor the payment year shownin
the code RE record,

- All numerics(nodollar sign),
- Dollarsand cents (but without adecimal point),

- A positive, unsignedfigure(anegativeamountis
animpossibleresultinany field),

- Right]justified, and

- Zerofilled (for example, lead zeros, or all zeros
if the amount equals zero).
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Magnetic Tape/Cartridge/Diskette Specifications for Annual W-2 Reporting

Usethese specificationif you plan to file annual W-2 information on nine-track tape, | BM-compatible 3480
magnetic cartridges, or 3 1/2" diskette(s). Be sureto follow thetechnical requirementsin Section 1V.

Record Name: CodeRA - Submitter Record Length=512
L ocation Fied Length Description & Remarks
1-2 Record I dentifier 2 Congtant“RA.”
311 Submitter's 9 Enter the submitter'sFEIN. ThisFEIN should match the FEIN onthe
Employer externd labd.
| dentification Number
12-28 Persona |dentification 17 Not required.
Number (PIN)
29 Resub Indicator 1 Not required.
30-35 Resub TLCN 6 Not required.
36-37 SoftwareCode 2 Not required.
38HA Company Name 57 Enter the name of the company to receive MM REF-1 annual filing
instructions. Left justify and fill with blanks.
95-116 Location Address 2 Enter the company'slocation address (Attention, Suite, Room
Number, etc.)
117-138 Délivery Address 2 Enter the company'sddivery address (Street or Post Office Box)
139-160 City 2 Enter the company'scity. Left justify and fill with blanks.
161-162 State Abbreviation 2 Enter the company'sstate. Useastandard postal abbreviation.
For aforeign address, fill with blanks.
163-167 ZIPCode 5 Enter thecompany'sZIP Code. For aforeign address, fill with
blanks
168-171 ZIP Code Extension 4 Enter the company'sfour-digit extension of theZIP Code. If not
applicable, fill with blanks.
172-176 Blank 5 Enter blanks.
177-199 Foreign State/Province 23 If applicable, enter the company'sforeign state/province. Left
judtify and fill with blanks. Otherwise, fill with blanks.
200-214 Foreign Postal Code 15 If applicable, enter the company'sforeign postal code. Left justify
andfill with blanks. Otherwise, fill with blanks.
215216 Country Code 2 Enter the applicablecountry code.
217-273 Submitter Name 57 Enter the name of the organi zation submitting thisfile. Left justify and
fill with blanks.
274-295 Submitter Location 2 Enter thelocation address of the organi zation submitting
Address thisfile. Leftjustify and fill with blanks.
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Magnetic Tape/Cartridge/Diskette Specifications for Annual W-2 Reporting

Record Name: CodeRA - Submitter Record (continued)

L ocation

296-317

318-339

340-341

342-346

347-350

351-355

356-378

379-393

394-395

396-422

423-437

438-442

499

501-512

Field Length
Submitter Street 2
Address

Submitter City 2
Submitter State 2
Submitter ZIP Code 5

Submitter ZIPCode 4
Extendgon

Blank 5
Submitter Foreign 23
State/Province

Submitter Foreign 15
Postal Code

Submitter Foreign 2
Country Code

Contact Name 27
Contact Phone 15
Number

Contact Phone 5
Extenson

Blank 3
Contact E-mail 40
Blank 3
Contact FAX 10

Preferred Method of 1

Problem Notification

Code

Preparer Code 1
Blank 12

Description & Remarks

Enter the street address of the submitter (street or Post
OfficeBox.) Leftjustify andfill with blanks.

Enter thesubmitter'scity. Leftjustify andfill with blanks.

Enter the submitter'sstate. Useastandard postal abbreviation.
for aforeign address, fill with blanks.

Enter the submitter'sZIP Code. For aforeign address, fill with
blanks.

Enter the submitter'sfour-digit extension of the ZIP Code.
If not applicable, fill with blanks.

Enter blanks.

If applicable, enter the submitter'sforeign state/province.
Left justify and fill with blanks. Otherwise, fill with
blanks.

If applicable, enter the submitter'sforeign postal code.
Left justify andfill with blanks. Otherwise, fill with
blanks.

Enter the applicable country code.

Enter the name of the person to be contacted by DRS concerning
processing problems.

Enter the contact'stel gphone number (including areacode). Left
justify and fill with blanks.

Enter the contact'stel gphoneextension. Left justify and
fill with blanks.

Enter blanks.

If applicable, enter the contact'sel ectronic mail/internet address.
Leftjustify andfill with blanks. Otherwise, fill with blanks.

Enter blanks.

For U.S.and U.S. Territoriesonly: If applicable, enter the
contact'sFAX number (including areacode). Otherwise, fill with
blanks.

Not required.

Not required.

Enter blanks.

Length=512
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Magnetic Tape/Cartridge/Diskette Specifications for Annual W-2 Reporting

Record Name: CodeRE - Employer Record Length=512
L ocation Fidd Length Description & Remarks
1-2 Record Identifier 2 Constant “RE.”
36 Tax Year 4 Required. Enter “2001.”
7 Agent Indicator Code 1 Not required.
816 Employer's 9 Enter only numeric characters. Omit hyphens, prefixes, and suffixes.
Identification
Number (FEIN)
17-25 AgentEIN 9 Not required.
26 Terminating Busness 1 Not required.
Indicator
27-30 EgablishmentNumber 4 Not required.
31-39 Other EIN 9 Not required.
40-96 Employer Name 57 Enter the name associated with the FEIN enteredinlocation 8-16. Left
judtify and fill with blanks.
97-118 Location Address 2 Enter the employer'slocation address (Attention, Suite, Roorm Number,
etc.) Leftjustify andfill with blanks.
119-140 Ddlivery Address 2 Enter theemployer'sdelivery address (Street or Post Office Box). Left
justify and fill with blanks.
141-162 City 2 Enter theemployer'scity. Left justify and fill with blanks.
163-164 State Abbreviation 2 Enter theemployer'sstate. Useastandard postal abbreviation. Fora
foreign address, fill withblanks.
165-169 ZIPCode 5 Enter theemployer'sZIP Code. For aforeign address, fill with blanks.
170-173 ZIPCode Extension 4 Enter theemployer'sfour-digit extension of the ZIP Code. If not
applicable, fill with blanks.
174-178 Blank 5 Enter blanks.
179-201 Foreign State/Province 23 If applicable, enter theemployer'sforeign state/province. Left justify and
fill withblanks. Otherwise, fill with blanks.
202-216 Foreign Postal Code 15 If applicable, enter theemployer'sforeign postal code. Leftjustify and
fill withblanks. Otherwise, fill with blanks.
217-218 Country Code 2 Enter the applicablecountry code.
219 Employment Code 1 Not required.
220 Tax Jurisdiction Code 1 Not required.
221 Third-Party Sick Pay 1 Not required.
Indicator
222-512 Blank 291 Enter blanks.
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Magnetic Tape/Cartridge/Diskette Specifications for Annual W-2 Reporting

Record Name: CodeRS- StateRecord

L ocation

1-2

34

59

10-18

19-33

49-68

69-72

7394

95-116
117-138

139-140

141-145

146-149

150-154

155177

178-192

193-194

195-196

197-202

203-213

Field

Record |dentifier
State Code

Taxing Entity Code

Socia Security Number
(SN)

EmployeeFirst Name

EmployeeMiddleName
or Initial

EmployeelLast Name

Qffix

Location Address

Ddivery Address
City
State Abbreviation

ZIPCode

ZIPCodeExtension

Blank

Foreign State/Province

Foreign Postal Code

Country Code
Optiona Code
Reporting Period

State Quarterly
Unemployment Insurance
Totd Wages

Length

a1

15

'jCDI\)l\)

Length=512
Description & Remarks
Congtant“RS™"
Enter “09” - should be Connecticut sourced incomeonly.
Not required.

Enter theempl oyeg'ssocia security number asshownontheorigina or
replacement SSN card issued by SSA. If no SSN isavailable, fill thefield
with zeros or enter "I" in the first position and fill the rest of the field with
blanks.

Enter theemployee'sfirst name as shown onthe social security card.
Left justify and fill with blanks.

If applicable, enter the employee'smiddienameor initia asshownonthe
socia security card. Leftjustify andfill with blanks. Otherwisg, fill with
blanks.

Enter theemployee'slast name as shown onthe socia security card. Left
judtify and fill with blanks.

If applicable, enter the empl oyee'sal phabetic suffix (SR, JR). Leftjustify
andfill with blanks. Otherwise, fill with blanks.

Enter the employee'slocation address (Attention, Suite, Room Number,
etc.). Leftjustify andfill with blanks.

Enter theemployee'sstreet address. L eft justify and fill with blanks.
Enter theemployee'scity. Left justify and fill with blanks.

Enter theemployee'sstate. Useastandard postal abbreviation. For a
foreign address, fill withblanks.

Enter theemployee'sZIP Code. For aforeign address, fill with blanks.

Enter theemployee'sfour-digit extension of theZIP Code. If not
applicable, fill with blanks.

Not required.

If applicable, enter theemployee'sforeign state/province. Left justify
andfill with blanks. Otherwise, fill with blanks.

If applicable, enter theemployee'sforeign postal code. Leftjustify and
fill withblanks. Otherwise, fill with blanks.

Enter the applicablecountry code.
Not required.
Not required.

Not required.
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Magnetic Tape/Cartridge/Diskette Specifications for Annual W-2 Reporting

Record Name: CodeRS- State Recor d (continued) Length=512
L ocation Fidd Length Description & Remarks
214-224 State Quarterly 11 Not required.
Unemployment Insurance
Totd TaxableWages
225-226 Number of Weeks 2 Not required.
Worked
227-234 DateFirst Employed 8 Not required.
235-242 Date of Separation 8 Not required.
243-247 Blank 5 Enter blanks.
248-267 StateEmployer Account 20 Leftjustify andfill with blanks. Enter Tax Registration Number assigned
Number by the Connecticut Department of Revenue Services.
268-273 Blank 6 Not required.
274-275 State Code 2 Enter“09”
276-286 State TaxableWages 1 Required. Right justify and zerofill.
287-297 Statelncome Tax 1 Required. Right justify and zerofill.
Withhdd
2908-307 Other State Data 10 Not required.
308 Tax TypeCode 1 Not required.
309-319 Loca TaxableWages n Not required.
320-330 Locd IncomeTax n Not required.
Withhdd
331-337 State Control Number 7 Not required.
338412 Supplementa Data I&) Not required.
413-487 Supplemental Data2 &) Not required.
488512 Blank ) Enter blanks.
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Magnetic Tape/Cartridge/Diskette Specifications for Annual W-2 Reporting

Record Name: CodeRT - Total Record

L ocation

1-2

39

10-24

26-40

41-512

Record Name: CodeRF - Final Record

Field

Record |dentifier

Number of
Employees

SaeTaxable
Weges

Blank

Satelncome
Tax Withheld

Blank

Length

472

Length=512
Description & Remarks
Constant “RT.”

Enter thetotal number of RSrecordsreported sincethelast code RE
record. Rightjustify and zerofill.

Enter thetotd for al code RSrecordsreported sincethelast code RE
record. Rightjustify and zerofill.

Enter ablank.

Enter thetota for al code RSrecordsreported sincethelast code RE
record. Rightjustify and zerofill.

Enter blanks.

Length=512

The code RF record must bethelast datarecord on thetape/cartridge/diskettefile, appearing only once, after thelast code RT record.
DRSdoesnot processany datarecorded after the code RF record.

L ocation

1-2

31

46-572

Field

Record |dentifier

Number of
Employees

Blank

State Taxable
Weges

Blank

Statelncome
Tax Withheld

Blank

Length
2

9

16

16

Description & Remarks

Congtant “RF.”

Enter thetota number of code RSrecordsrecorded ontheentirefile.

Enter ablank.

Enter thegrandtota of all code RSrecordsonthisfile. Right justify
and zerofill.

Enter ablank.

Enter thegrand totd of all code RSrecordsonthisfile. Right justify
and zerofill.

Enter blanks.
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Appendix A: Instructions for Preparing an External
Magnetic Media Label

Prepare alabel similar to the one shown below to identify each magnetic tape, cartridge, or diskettethat isbeing
submitted to DRS. Include thefollowing information on the external label.

1. Type of Filing - Indicate the type of filing as 5. Number of Employers - Enter the number of

original or replacement.

employers (“RE” records) that are on the file.

2. Calendar Year - Include the calendar year for Number of Employees - Enter the number of
which thefileis prepared. Only one year may be employees (“RS’ records) that are on the file.
reported per file.

P P Record Format - Check off the record format

3. Submitter Name - Enter the name of the that was used to create the records on the file. If
organi zation submitting thisfile. Theentry should the TIB-4 format was used, check off the record
bethe same organization recorded on the submitter length used.
record (“RA” record) of thefile. : :

Vol _of_ - For amultiple volume file, enter the

4. FEIN - Enter the nine-digit Federal Employer sequence of each and thetotal number of diskettes
Identification Number (FEIN) of the organization forthefile. For example, Volume1of atwovolume
submittingthefile. TheFEIN onthelabel should be file would be labeled “VOL 1 of 2;” Volume 2
the same as the FEIN recorded on the submitter would be labeled “VOL 2 of 2.”
record (“RA” record) of thefile.

Example:
W-2 Wage & Tax Statements

1. Type of Filing: |:| Original |:| Replacement | 2. Calendar Year:
3. Submitter Name:

4. FEIN: 5. Number of Employers:

6. Number of Employees: 7. Record Format |:| MMREF-1

[] mB4 275 128
8. Vol of
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Appendix B: Forms for W-2 Magnetic Media Filing

Submittal Forms

Create copies of the forms shown on the following
pages for submitting magnetic media files of W-2
information to DRS. The submittal forms should be
used as described below and on the face of Form
CT-6559, Submitter Report for Form W-2 Magnetic
Media Filing. DRS encourages the use of computer
generated substitutes for Forms CT-6559 and
CT-6559A. Include all information required on these
submitter formsincluding thedecl aration, the submitter,
and theempl oyer information.

Form CT-6559

Use Form CT-6559 to identify the submitter of a
magnetic media file and to identify the employer(s)
included onthe magnetic mediafiles. Theinformation
on Form CT- 6559 must agreewithinformation onyour
tape, cartridge, or diskette. Thisform must accompany
every magnetic mediafile sent to DRS. The submitter
of thefile must sign the declaration.

Packaging Magnetic Tapes, Cartridges,
and Diskettes for Mailing

Send the magnetic tape, cartridge, or diskette file with
an external label on each volume (multiple volumes
alowed for diskettes only), Form CT-6559, Form
CT-6559A (if applicable), and Form CT-W3for each
employer onthefile, inasinglebox with proper packing
to prevent damage. It is not necessary to use an
oversized box for a tape, cartridge, or diskette.
Specially-sized boxes for magnetic tapes, cartridges,
and speciad mailers for diskettes are available
commercialy. Be suretoinsert each diskette into its
own protective sleeve before packaging. Do not use
paper clips, rubber bands, or staples on diskettes. Use
disposabletape, cartridge, or diskette containers. DRS
is unable to return special containers.

The following forms are attached to this publication for your convenience:

Form CT-6559

Submitter Report for W-2 Magnetic Media Filing

Form CT-6559A

Continuation Sheet for Form CT-6559

Form CT-8508

Request for Waiver From Filing Informational
Returns on Magnetic Media

Form CT-8809

Request for Extension of Time to File
Informational Returns

Form CT-W3

Connecticut Annual Reconciliation of Withholding

IP 2001(21) Annual Wage Information on Magnetic Media
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Appendix C: Checklist for Mailing W-2 Magnetic Media

O

Label the magnetic media. Make surethe external
label shows"W-2", thetax year, and the submitter's
name and FEIN. (The “INV#" is optional.)

M akeabackup of themagnetic mediafor your files
in casethe package sent to DRSislost or damaged.

Copy the blank newly revised Form CT-6559 in
Appendix E and fill in a copy for each magnetic
mediafile or use a computer generated form with
the same information. Form CT-6559 and Form
CT-6559A include submitter and employer
information. Instructionsareontheform. Besure
to sign and date the declaration. Keep copies of
Form CT-6559 for your records.

O Use packaging that will protect the media.

» Tape/cartridge: Use boxes or padded bags.

* Diskette: Use stiff mailersto prevent bending or
cracking. Use one mailer per diskette.

O Shipeachfileseparately if yousubmit multiplefiles.
O Place the following three items inside each

package:
» The labeled magnetic tape, cartridge or
diskette(s);

« A completed Form CT-6559 and Form
CT-6559A (if applicable) or a computer
generated facsimile; and

» A completed Form CT-W3 for each employer
reported on the magnetic mediafile.

Do not enclose paper W-2 forms or other notes.

O

Send the tapes, cartridges or diskettes to:

Department of Revenue Services
Stateof Connecticut

PO Box 2930

Hartford CT 06104-2930

If a PO Box cannot be used send to:

Department of Revenue Services
State of Connecticut

Attn: Processing I 1, 15th Floor
25 Sigourney Street

Hartford CT 06106-5032

Appendix D: Chart to Relate Paper W-2 Entries to
Magnetic Media Data Fields

W-2 WAGE AND TAX STATEMENT - COPY 1

Paper W-2 Magnetic W-2

BOX 16

State wages, tips, etc. Use code RS record,

box 1 |ocation 276-286.

BOX 17

State income tax Use code RS record,
|ocation 287-297.

22
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Appendix E: Glossary

ASCII (American Standard Code Information
Interchange) - One of the acceptable character sets
used for electronic processing of data.

Backup - Storecomputer datainafileor filesthat may
resultincompressionand usually inaproprietary format
other than EBCDIC or ASCII.

Block - A number of logical records grouped and
written together as a single unit on a magnetic tape or
cartridge.

BPI - Bytes Per Inch. The number of bytes recorded
per inch on magnetic tape.

Byte - A computer unit of measure; one byte contains
eight bits and can store one character.

Character - A letter, number, or punctuation symbol.

Character Set - A group of unique electronic
definitions for al letters, numbers, and punctuation
symbols; example: EBCDIC, ASCII.

Compress - Reformat computer datain a storage or
size-saving technique that results in a file having
character sets other than EBCDIC or ASCII.

CPI - Characters Per Inch. The number of characters
recorded per inch on cartridge.

DRS - State of Connecticut Department of Revenue
Services.

EBCDIC (Extended Binary Coded Decimal
Interchange Code) - One of the acceptable
character sets used for electronic processing of data.

FEIN (Federal Employer Identification Number)
A nine-digit number assigned by the IRS to an
organization for federal tax reporting purposes.

File (Multiple tape/cartridge/multiple volume)
DRS cannot accept multiple tape or cartridge files. If
the amount of information to be filed exceeds the
capacity of a single tape or cartridge, a separate file
must be submitted. However, DRS can accept a
multiplevolumediskettefile. Eachdisketteinamultiple
volume file must have an external label. Carefully
number the diskettes in the order in which they were
created (for example, “Volume _of " on the
diskette).

Internal Labels - Sets of records that precede (for
example, header |abels) andfollow (for example, trailer
labels) datarecordson amagnetictapeor cartridgefile.
See Section 1.

Logical Record - For the purpose of thisbooklet, any
of the required or optional records defined in Sections
VI and VII (magnetic tape/cartridge/diskette and
diskette specifications).

Tapemark - A single-character control record used
for separating internal label sand fileson magnetic tape
or cartridge. See Section Ill.

Trailer Labels - Sets of records that follow data
records on a magnetic tape/cartridge file. See
Section 1.

Submitter - Any person or organization submitting a
magnetic mediafileto DRS.
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Effect on Other Documents: This Informational
Publication supersedes IP 2000(16), 2000 Connecticut
Magnetic Media Filing Requirements for Federal Form
W2,

Effect of This Document: An Informational
Publication is a document that addresses frequently
asked questions about a current DRS position, policy,
or practice, usually in a less technical question and
answer format.

FOR TAX INFORMATION
e Visit the DRS Web site at:

www.drs.state.ct.us

e Call CONN-TAX:
1-800-382-9463 (toll-free from within

Connecticut) or
860-297-5962 (from anywhere)
TTY, TDD, and Text Telephone users only may transmit
inquiries 24 hours a day, seven days a week by calling
860-297-4911.
Personal taxpayer assistance is available during business
hours listed at right. Extended hours are offered January

through April. Call Conn-Tax or visit our Web site for
details.

e Write to:

Department of Revenue Services
Taxspayer Services Division

25 Sigourney Street

Hartford CT 06106-5032

FORMS AND PUBLICATIONS

May be obtained 24 hours a day, seven days a week
by using any of the following resources:
¢ Internet

Preview and download forms and publications
from the DRS Web site at:
www.drs.state.ct.us

« DRS TaxFax
Call 860-297-5698 from the handset attached
to your fax machine and select from the
menu; or

* Telephone
From a touch-tone phone call:

1-800-382-9463 (toll-free from within
Connecticut) and select Option 2, or

860-297-4753 (from anywhere).

CoNNEcCTICcUT T AX ASSISTANCE

WALK-IN OFFICES

For free assistance or forms, visit our offices from
Monday through Friday 8:00 a.m. to 5:00 p.m. For
pre-recorded directions to DRS offices call CONN-TAX.
If you require special accommodations, please advise
the DRS representative.

BRIDGEPORT
10 Middle Street
203-579-6251

HAMDEN
3074 Whitney Avenue, Bldg. #2
203-287-8243

HARTFORD
25 Sigourney Street
860-297-5962

NORWICH
2 CIiff Street
860-889-2669

WATERBURY
Rowland State Government Center
55 West Main Street, Suite 100
203-805-6789

STATEWIDE SERVICES

For information on statewide services and programs,
visit the ConneCT Web site at www.state.ct.us

DEPARTMENT OF REVENUE SERVICES MISSION STATEMENT
The Mission of the Connecticut Department of Revenue Services is to administer the tax laws of the State
of Connecticut and collect the tax revenues in the most cost effective manner; achieve the highest level of
voluntary compliance through accurate, efficient, and courteous customer services; and perform in a manner
which instills public confidence in the integrity, and fairness of the state's tax programes.



